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Important

Caution on diplomatic pouches—never open or X-ray diplomatic pouches 
without the approval of the affected embassy or consulate. If you have 
convincing evidence that there are prohibited articles in a diplomatic pouch, 
then you may contact the affected embassy or consulate to get their approval 
to open it. If the embassy or consulate gives their approval, most often they 
will want to be present when the pouch is opened. The Vienna Convention on 
Diplomatic Relations prohibits our access to diplomatic pouches.
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Step 1: Screening Baggage
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Step 2: Inspecting Baggage
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Important

All passengers and crew are responsible for lifting their baggage onto the 
inspection belt and opening all baggage for PPQ inspection. Do not lift or open 
baggage for passengers or crew.

Take care not to search passenger baggage blindly with your hands due to 
safety hazards such as sharp objects, razor blades, broken glass, and 
syringes.
2-4-4 Airport and Maritime Operations Manual 05/2003-08
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Step 3: Taking Action Based on Inspection
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TABLE 2-4-1   Determine Action to Take on Footwear or Pet Bird 

If you found: Which was: And the farm or ranch is in: Then:

Footwear Used on a 
farm or 
ranch that 
has livestock 
or poultry

Australia, Canada, Iceland, 
or New Zealand

Unless soil must be removed 
and disposed of, no action is 
required since these 
countries are free from 
animal disease of concern

Other than above GO to Table 2-4-10 on page 
2-4-19

Never used 
where there 
was 
livestock or 
poultry

Unless soil must be removed 
and disposed of, no action is 
required since there is 
negligible risk of animal 
contamination

Pet bird GO to Handling Birds in 
Baggage on page 2-4-16

Other than 
footwear or a 
pet bird

GO to Table 2-4-2 on page 
2-4-6
05/2003-08 Airport and Maritime Operations Manual 2-4-5
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Seizing and 
Safeguarding 
Contraband
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Baggage Items
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TABLE 2-4-2   Locator for Material Other Than Footwear or a Pet Bird

If the material: And: Then:

Is prohibited You are holding the material for 
a decision on enterability from 
Headquarters

GO to Safeguarding Detained 
Baggage Items below

You are not holding the 
material

GO to Seizing and Safeguarding 
Contraband below

Is enterable1

1 If material has restrictions that cannot be met such as treatment, postentry, special 
certification, or it is an ESA or CITES plant, then seize the material.

It is propagative plant material GO to Inspecting Propagative 
Materials in Baggage on page 2-4-6

It is nonpropagative plant 
material

INSPECT and RELEASE2

2 If it is impracticable or too great a risk to inspect the material in the passenger area, then 
consider having that material sent to a cargo facility for inspection.
2-4-6 Airport and Maritime Operations Manual 05/2003-08
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Step 4: Documenting Passenger Clearance
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TABLE 2-4-3   Determine Which Shipments of Enterable Propagative Materials to 
Send to a Plant Inspection Station

If the propagative units 
are: And there are: And: Then:

Subject to size/age 
limitations, ESA or 
CITES, a written permit1, 
or are a large amount of 
woody seeds2

1 Articles subject to postentry treatment: garlic bulbs, coconuts, carnation propagules (except 
seeds), or material moving under a Departmental permit.

2 A large amount of seed is that amount that would be impossible to inspect 100 percent and be 
confident that there would be no pests, pathogens, or contaminants.

SEND3 to the nearest 
plant inspection station 
with all the accompanying 
documentation

3 PPQ will inspect and treat propagative units free of charge during regular working hours. The 
importer is responsible for making arrangements, and for the cost of forwarding the material to 
the plant inspection station. The importer is also responsible for making arrangements for 
picking up or shipping the propagative materials after they have been released.

Not subject to any of 
the conditions or 
restrictions listed in the 
cell above

◆ 12 or fewer 
propagative 
units 

◆ Free of pests

◆ Genus known

◆ Not regulated by 
ESA or CITES 

Adequate 
time is 
available to 
inspect

1. INSPECT 
2. RELEASE

Adequate 
time is not 
available to 
inspect

SEND2 to the nearest 
plant inspection station 
with all the accompanying 
documentation and note 
why you are sending it to 
the plant inspection 
station

13 or more 
propagative units
05/2003-08 Airport and Maritime Operations Manual 2-4-7
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Step 5: Examining and Disposing of Contraband
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1 If you are in California, it is not necessary to cut the meat in 3/4" slices. California requires the garbage 
to be cooked for 2 hours instead of 30 minutes.
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Assessing Civil Penalties

Determining 
Legal Authority 
for Assessing a 
Civil Penalty

$���
���������������
�	����
��������������
��������	�����������
�������
��������������
�	����
�����������	�	����������2������
�������
�	����
	�
����������'������	
������	�������
��
����	�������	
����������	
���	��������������	������	��	�������(������������	��������������	
��
������	�����
����������
�	����
���������������
��������������	�����,
��
���������
�	����
�	��������	�	����������
�����	�������������������
������
�
��
�	����
��	�	
��-

◆ &���
���	�����
�	�	���

◆ 2�!�	�������������������
��	�	
��
�������

◆ 2�!�	���
����������
�	��

◆ 2�!�	����
��	�������	�	���	
��������������������	�	���	
�

◆ 2�!�	�������	��������	���������������������	�

,
���������	��������	�	����������
�������
��
�	������	������	����
���	����	
���������	������	���������������
�	�	
����
���	�	�������	��-

◆ 0	����
��������
���
������������

◆ ������
��������
������������������#$�>*�
��>*&��������������
������������������������	����3#)2

Assessing Civil Penalties to Crew Members
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TABLE 2-4-4   Criteria That Must Be Met to Issue a Civil Penalty

If the person is:
Then the following criteria must be met to 
assess a civil penalty:

Illegally smuggling contraband into the 
United States through an unauthorized 
port of entry, thus eluding making a 
declaration

◆ You must have the legal authority to assess 
the civil penalty

Entering through an authorized port of 
entry

◆ The person must have made a negative 
declaration (oral or written)

◆ You must have given the person an opportunity 
to amend his or her declaration

◆ You must have the legal authority to assess 
the civil penalty
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Determining if 
Passengers Are 
Exempt from 
Civil Penalties
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TABLE 2-4-5   Determine Civil Penalties to Assess to Crew Members

If this is a: Then:

First violation 1. ASSESS a $500 spot settlement
2. FORWARD a standardized violation letter1 to the crew 

member’s employer

1 This letter to the employer provides the opportunity to educate employees and, if necessary, 
provide additional training.

Assessing Civil Penalties to Passengers

Repeat violation 1. DOCUMENT the violation

2. RECOMMEND that the crew member be assessed $2,000 
for the repeat violation

3. FORWARD the case file to IES for review and evaluation

2  U.S. diplomats are subject to civil penalties.

Important

If you cannot communicate with a passenger, then you cannot question him or 
her. Therefore, you would be unable to issue a civil penalty. If you encounter a 
passenger who cannot communicate in English, then get another officer or 
someone from another Agency or airlines, or Port Authority to assist with 
translating.
2-4-10 Airport and Maritime Operations Manual 05/2003-08
PPQ



Airport Operations
Reference Section
Determining 
Whether a Civil 
Penalty is 
Appropriate and 
the Determining 
the Amount of 
the Civil Penalty

TABLE 2-4-6   Determine Whether a Civil Penalty is Appropriate and the Amount of 
Civil Penalty to Assess

If the individual 
failed to declare 
and there is:

And the importation 
represents a: And it is a: Then assess Civil Penalty:

Some evidence of 
concealment or 
misrepresentation

Commercial2 activity 
as evidenced by the 
size of the shipment or 
an intent to distribute 
or sell

 First violation ASSESS a $1,000 spot 
settlement1

1 If the violator refuses to pay the spot settlement, then immediately complete PPQ Form 518 and 
forward all documents to your supervisor who will then forward the case to IES. Go to Refusal 
to Pay the Civil Penalty on page 2-4-14.

Repeat 
violation

1. DOCUMENT the violation
2. RECOMMEND that a fine 

of $5,000 be assessed 
for the repeat violation

3. FORWARD the case file 
to IES for review and 
evaluation

Noncommercial 
activity 

 First violation ASSESS a $250 spot 
settlement1

Repeat 
violation

1. DOCUMENT the violation
2. RECOMMEND that a fine 

of $1,000 be assessed 
for the repeat violation

3. FORWARD the case file 
to IES for review and 
evaluation

No evidence of 
concealment or 
misrepresentation

Commercial activity2 
as evidenced by the 
size of the shipment or 
an intent to distribute 
or sell

2 If there is a case where you can clearly identify a linkage to a commercial enterprise, then 
contact SITC as well as IES for action.

First violation ASSESS a $250 spot 
settlement1

Repeat 
violation

1. DOCUMENT the violation
2. RECOMMEND that a fine 

of $1,000 be assessed 
for the repeat violation

3. FORWARD the case file 
to IES for review and 
evaluation

Noncommercial 
activity 

First violation ASSESS a $100 spot 
settlement1

Second 
violation

ASSESS a $250 spot 
settlement1

Third violation 
or beyond

1. DOCUMENT the violation
2. RECOMMEND that a fine 

of $1,000 be assessed 
for the repeat violation

3. FORWARD the case file 
to IES for review and 
evaluation
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Encouraging 
Violators to Pay
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If there is a case of potential bioterrorism, then immediately forward the case 
file to IES for action.
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Collecting the 
Spot Settlement
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Mitigating the 
Spot Settlement
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Important

Although the violator has 3 days to post the payment, allow 10 days from the 
date the violation was issued for the payment to arrive (due to possible mail 
delays). If after 10 days the payment has not been received, then forward the 
case to IES for non-collection.
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Inability to Pay 
the Civil Penalty
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Important

Never mitigate the amount of the civil penalty for repeat violators, crew 
members, and commercial importations accompanying passengers.

3 Mitigate as a last resort since payment by mail is allowed.
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4 If payment is delinquent by 10 days or fewer, then you may take the payment to U.S. Customs using 
standard port procedures. However, in step 4., you would send only a copy of the check to IES.
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TABLE 2-4-7   Handling Birds Imported into the U.S. in Passenger’s and Crew’s 
Baggage

If the bird is: And: Then:

U.S. origin and 
returning to U.S.

Returns 60 days or less 
after leaving the United 
States

REQUIRE the following:

◆ U.S. certificate that was issued prior to 
departure

◆ Proper I.D. (leg band or tattoo)

◆ VS inspection

Returns more than 60 
days after leaving the 
United States

REQUIRE the following:

◆ U.S. certificate that was issued prior to 
departure

◆ Proper I.D. (leg band or tattoo)

◆ VS inspection

◆ Birds to be quarantined at owner’s 
residence for 30 days as arranged by VS

Canadian origin 
arriving directly 
from Canada

In owner's possession 
90 days or more

◆ COMPLETE VS Form 17-8

◆ REQUIRE a VS inspection of bird at time of 
entry

In owner's possession 
89 days or less

GO to Table 2-4-8 on page 2-4-17

Other than 
listed in the two 
cells above
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Transit (IT)
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TABLE 2-4-8   Procedures for Handlings Birds1 Which Are Required to Be Quarantined 

If the bird has: And has: Then:

VS quarantine 
reservations (VS 
Form 17-23) at a 
quarantine facility

◆ Health certificate 
from a National 
government

◆ Veterinarian 
present

ALLOW the bird to move in filtered containers to 
the quarantine facility under Customs bond and 
at the owner's expense

◆ No health 
certificate is 
present 
or 

◆ Not as described 
in the above cell

◆ PLACE bird in filter container

◆ CONTACT VS

No reservations at 
a quarantine 
facility

◆ Health certificate 
from a National 
government 

◆ Veterinarian is 
present

GIVE the importer one of the following options:

◆ Have bird returned to origin

◆ Abandon the bird

◆ Have bird destroyed under the supervision 
of APHIS

◆ Place bird in quarantine2

◆ No health 
certificate is 
present 
or

◆ Not as described 
in the cell above

GIVE importer the option to do one of the 
following:

◆ Return the bird to origin

◆ Abandon the bird

◆ Have bird destroyed under the supervision 
of APHIS

◆ Place bird in quarantine if VS Deputy 
Administrator concurs

1 See Handling Birds in Baggage on page 2-4-16.

2 A list of brokers who handle bird movement is available from the local VS port veterinarian.
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TABLE 2-4-9   Determine When Birds Can Transit the U.S.

If the bird is: And is And is: Then:

Are accompanied by its 
owner and is in transit 
directly to Canada

◆ ALLOW the bird to transit 
as specified on the permit

◆ COMPLETE VS Form 17-8

◆ WRITE "Bird(s) in transit) in 
Section A of VS Form 17-8

◆ Notify Agriculture Canada

Not accompanied by its 
owner, or if 
accompanied by its 
owner is in transit to a 
country other than 
Canada

Accompanied 
by an in-transit 
permit issued 
by VS

◆ ALLOW the bird(s) to transit 
as specified on the permit

Lacks an 
in-transit 
permit issued 
by VS

Off-loaded ◆ SEIZE the birds

◆ CONTACT local port VMO

◆ INTIATE violation 
procedures

Not off-loaded ◆ DO NOT DISTURB the birds

◆ MAKE SURE the birds stay 
aboard the aircraft and exit 
the country

Important

Removing organic material (dirt, mud, soil, manure) contaminating footwear is 
critical for disinfectants to work properly. All organic material must be removed 
from shoes or boots before using the disinfectant to ensure destruction of 
disease.
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Alternative Inspection Strategies
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TABLE 2-4-10   Formulas for Footwear Disinfectant Solutions 

If the disinfectant 
is: And you need: Than add: To:

Chlorine bleach 
(sodium 
hypochlorite) 

1 gallon of sodium 
hypochlorite 
.1% solution 

5 tablespoons 
sodium hypochlorite
or
2.5 ounces sodium 
hypochlorite
or 
75 ml sodium 
hypochlorite

1 gallon water and 
mix

50 gallons of 
sodium 
hypochlorite 
.1% solution

1 gallon sodium 
hypochlorite

50 gallons water, 
then mix

Virkon S 1% 1 gallon of solution 8 teaspoons Virkon S
or
1.3 ounces Virkon S
or
37 grams Virkon S

1 gallon water, then 
mix

1 quart of solution 2 teaspoons Virkon S
or
0.3 ounces Virkon S
or
8.5 grams Virkon S

1 quart water, then 
mix

1 pint of solution 1 teaspoon Virkon S
or 
0.15 ounces Virkon S
or
4.3 grams Virkon S

1 pint water, then mix
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Important

If PPQ aides or technicians are used, they must work in the immediate 
proximity of a PPQ officer.
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Important

Always perform inspections in the presence of the diplomats or the diplomats' 
representatives. Never detain or search diplomats, although you may Hold the 
baggage or shipment if you have a serious reason to believe5 they contain 
regulated items.

5 The term "serious reason to believe" is used here because it is used in the Vienna Convention on 
Diplomatic and Consular Relations.
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Handling Passengers That Are in Transit
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TABLE 2-4-11   Action to Take with In-transit Passengers’ Animal Products and 
Plants or Plant Pests

If the passenger 
in-transit has: And it: And it is in their: Then:

◆ Meat

◆ Meat product

◆ Animal product

◆ Animal 
by-product

Is ineligible for entry Baggage checked through 
to destination

ALLOW transit

Carry-on baggage REFUSE to allow 
transit

Is eligible for entry ALLOW transit

Plant or plant 
product

Is prohibited or 
requires treatment 
as a condition of 
entry

Baggage checked through 
to destination

Carry-on baggage REFUSE to allow 
transit

Is enterable without 
treatment

ALLOW transit

Plant pest Has a permit

Lacks a permit REFUSE to allow 
transit
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